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STAT
Chief, Records Menagement Staff

RX Adopt for use

A decleion has been nade to wake two changes in the Chain Envelope:
1. Secure the envelope by the use of "String ard Button” thus elininating
the use of adhesive tape for sealing. {(See Suggestion 1102)

2. A "window" type envelope will be securily attached to the Chain Euvelope
For the purpose of holding the Courier Receipte. Readdressing the envelope
will not be necessary in such cases. If Courier Receiptis are not used,

- 1t uasill be necessary to place an sddress sheet or card in the window
envelope:

It is estioated thet the adoption of these two changes should cut the consumption of
gi"x12" {561,758) and 10"x15" (399,100) plain menila envelopes by 50% . Due to the
antloipated longer 1life of the new chein envelope, total yearly consumption in chain
envelopes should rise very little. However, the cost of the new chain envelope will
double thereby reducing the estimated dollar saving in envelopes to approximately 42300.
In addition, there will be an unestimable dollar saving in sealing waterials plus a man
hour saving in performing the sealing operation.

As the dollar savings to be realized from the channes being wade in the Chain envelope
must be evaluated as a complete package, 1t 1s recommended thet the pross award be split
two ways, 1/3 for Suggestion 1053 (Window Envelope idea) and 2/3 for Suggestion 1102
{String and Button method of securing of envelope).
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STAT
Chief, Records Managewent Staff

XK Adopt for use

The Chain Envelope with the "String and Button" way spproved for internal use by Office
of Security 30 November 1956 and is in process of adoption.

The sdoption of the "String and Button” wethod of securing Chain Envelopes will eliminate
the use of adhesive tape for sealing purposes thereby prolong the 1life of the envelope
many fold. In addition, a swall "window” type envelope will be sacurely attached in the
upper right h=nl corner of the lurge envelope for the purpose of holding Courier
Recelpts thereby making it unnecessary to address the envelope. In the ebsence of a
Courier Receipt & hand written or typed address will be placed in the small window envelope.

It is estimated that the asdoption of these two changes should cut the consumption of
oi"12" {561,758) and 10"x15" (399,100) plsin manila envelopes by 50%. Due to the
anticipated longer 1ife of the new chain envelope, total yearly consumption in chain
envelopes should rise very little, However, the cost of the new chain envelope will
double thereby reducing the estimated dollar saving in envelopes to approximately $2300.
In addition, there will be 2n unestimsble dollar saving in sealing materiels plus s wan
hour geving in performing the sealing operation.

As the dollar savings to be realized from the changes being wade in the Chain envelope
wust he evalunted as s coumplete packsge, it is recommended that the gross award to
split two wvays, .1,/3 for Suggestion 1053 (Window Envelope idea) and 2/3 for Suggestion
1102 {String and Bubtton method of securing envelopes)

Office of Security has reversed their opinion on this chenge as stated in wemo of
18 May 1955. See attached copy of approval dated 30 November 1956,

STAT
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~7ancy Chain Bavalope

1, 4 new Chain Envalope hee lLean dsveloped, The (ffice of
Jscurity, under the daie of 30 Yowsmber 19%6, gave spprowal of
the fsatwes incorporatad in ths change, Its use has Socen sance
tioned for the DJ/I and /5 Areas, Sample .sketeh and specifi-
cationg for the now envelope are enslosed,

2, The following three factors are involwed in the change,

£ %o printing 19 provided for addresses on tha faoe
or haak o the enwvalope, This elimimates ths seswrity
hasard of listsd nwmes and adirgsses, File drewsr gpuce
now used for envelepe starage will be relsased,

b The envelops is gesured by mesns of a "string and
buttor® fastencr, This saves the exponse of sealing tape
&yl the =man bours necessary to place the dape on tie ene
velope, The 1ifs of the envelops will bs increased muy .
Lold theredy reducing enwslops conswwtion,

8. A "window enwvelcpe® lsphoedmthefmo{'tm
chain anvelope tc carry courier recalipts or a 3% x 5
eaxd indieating the sidressee, ¥here courier receipts
are seed, 1t will ussure the right epwrier receipt with
. the appraopriats miterial and elimimate the reed for the
sscond writing of the atdress,

3. hﬂwa&;tmmerilmﬁmtobammwm
sdoption of the neu enwlope, it 18 recommended that tha followirng
uxummmdmﬁmmmwmmum. .

mooomﬁ':n' .
s.ooocw:wxw SR

he HMenagement Mrunmnmmudmmmm
venersl acosptance of this chamge,

STAT

Enclocmres:s '
1 Sawln shtch and Wﬁmﬁm

STAT zqgg's/arzi aa (26 Fetruary 1957) | Co
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